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Make this year’s convention trip more fun than ever... on TWA! Travel 
in renowned First Class Ambassador luxury ... featuring delicious com- 
plimentary full-course meals. Or save with thrifty, Golden Banner Coach 
flights. Either way, you enjoy the relaxing comfort and courteous service 
that are traditional on TWA! Call your TWA travel agent or TWA today. 


FLY THE FINEST... FLY TWA TRANS WORLD AIRLINES 
USA * EUROPE ¢ AFRICA ° ASIA 











New speed, new accuracy, new beauty. Every flowing line of this incomparable new typewriter expresses superior perform- 
ance —beautiful results. Each character, each word is finely printed in crisp, even tones. Distinctive type styles convey 
a fresh quality that pleases the eye. Unrivaled for ease of handling, the new IBM Electric—with 28 engineering improve- 
ments—reduces typing fatigue, offers the ultimate in typing comfort. From your first moment at the keyboard, you'll 
know that here is the finest working partner you can ask for. 
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ELECT. RAMATIC... the carbon paper 


especially designed for electric typewriters 


Prone ffm 


Your electric typewriter is only as good as the records it produces. That is 
why Panama-Beaver, leaders and pioneers in the development of highest 
quality carbon papers and inked ribbons for over half a century, have gone 
through years of research, taking advantage of their vast knowledge and 
selected skills to bring you “SELECTRAMATIC.” This carbon paper 
has the cleanest finish ever, is easy to handle and gives you longer wear 
and service. “SELECTRAMATIC” lets you erase without a trace! 


Panama-Beaver’s only business has been, is, and always will be to develop and 
produce superior carbon papers and inked ribbons for all business machines. 
Do yourself a favor—try “SELECTRAMATIC,” 

Call your Panama-Beaver man, always a live wire! 

ALWAYS SEND A “TIMESAVER” COURTESY CARBON COPY 


MANIFOLD SUPPLIES CO. 
Brooklyn, New York 

















@ On June 1 we did not hear bells 
ringing, horns tooting, or whistles 
blowing, but it was, nevertheless, an 
important date for members of The 
National Secretaries Association (In- 
ternational), for it was on June 1 
that we started a brand new year for 
our Association. 


We would like to share with you a 
short story that was read by one of 
your directors quite some time ago, 
but which comes to mind again and 
again. 


A man was traveling on foot in 
Japan, and came to a mountain pass. 
It was late in the autumn, and snow 
began to fall as the man was climb- 
ing the steep slopes. The trail was 
long, and the man was benumbed 
and freezing. But after great diffi- 
culty he reached the top, and there 
he found a stranger lying on the 
ground, unconscious and near death 
from the bitter cold. Forgetting his 
own discomfort, the man hurried to 
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the stranger and began to massage 
his body and limbs vigorously, and 
with all his strength. Before long, 
the stranger showed signs of life, and 
after much brisk exercisirig, was re- 
stored to full consciousness. The 
amazing thing the man discovered 
was that by working hard to save the 
stranger’s life, he himself had _ be- 
come warm and strong. 


Needless to say, the stranger be- 
came the man’s lifelong friend. But 
which man of the two received the 
greater blessing — he who gave the 
help or he who received it? 


And so we say to you, which mem- 
ber gets the most from her NSA 
membership—the one who pitches in 
and works for her chapter, her divi- 
sion and her Association, or the one 
who is satisfied to enjoy the results 
of other members’ efforts? 


Certainly there is no better time 
than the beginning of a new year to 
make a personal resolution with re- 
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gard to our membership in NSA. 
Therefore, let us be 


RESOLVED, to read the Policy 
and Procedure Manual from cover to 
cover, paying particular attention to 
the Association Bylaws and Stand- 
ing Rules—it will be a most enlight- 
ening experience; 


RESOLVED, to attend our chap- 
ter meetings regularly, and to take 
an interested and active part in the 
proceedings of those meetings; 


RESOLVED, to prepare ourselves 
for participation as a committee 
member, chairman, or officer, at what- 
ever level we may be asked to serve; 
and finally 


RESOLVED, to really get the 
maximum benefits from our member- 
ship in NSA by putting something of 
ourselves into it! 
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MASTERS YOUR PAPERWORK 


*An Underwood Trademark 
A touch so light, so responsive...“it’s almost electric”...up to 58% less effort than 
any other standard. Only Underwood, for 64 years the world’s best known name 
in typewriters, could create the new Touch-Master II.* Ask for a demonstration. 











HOW TO MAKE APPLICATION 
FOR THE CPS EXAMINATION 


@ The deadline for applications for 
the May Certified Professional Sec- 
retary examination is the December 
1 preceding the examination. How- 
ever, each secretary will find it ad- 
vantageous to begin months before 
to take steps in the application proc- 
ess. The set of application forms may 
be obtained either from a CPS 
Service Committee chairman in a 
local NSA chapter or directly from 
the headquarters of the Institute for 
Certifying Secretaries, 1103 Grand 
Avenue, Kansas City 6, Missouri. 
The following qualifications must 
be met for approval to take the ex- 
amination. All applications for 1960 
will be checked on these points: 

1. Be at least 25 years of age by 
December 1 (deadline date for 
applications). Either men or 
women may be certified. 

2. Have a combined total of seven 
years’ verified secretarial ex- 
perience and full time (or equiv- 
alent) post-high school educa- 
tion, including a minimum of 
three years’ verified secretarial 
experience. Persons who have 
not been graduated from high 
school and who have had no 
post-high school education shall 
have eight year’s verified secre- 
tarial experience. 

3. Have at least twelve months’ 
continuous secretarial expe- 
rience with one firm. 

4. Submit the names and ad- 
dresses of employers so that the 
nature of work experience may 
be verified and evaluated by the 
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by Katherine B. Noweil 


Chairman, Qualifications Committee 


Qualifications Committee. Ex- 
perience will be computed to 
December 1 on current employ- 
ment. 


The suggestions made in this 
article are based on problems en- 
countered in two years of reading 
and evaluating CPS application files. 


Apply early! Be sure the neces- 
sary forms are filled in accurately. 
There is nothing requested on the 
Qualifications Forms that is not 
needed and used. 


Neither the Kansas City office of 
the Institute, where all the forms are 
first accumulated, nor the Committee 
itself, can tell from a letter alone 
whether or not you are qualified. No 
matter what the title of a job may be, 
the work must be secretarial within 
the meaning of that word’ as defined 
by the Institute, and be successful, 
according to the employer. The 
Committee on Qualifications uses a 
general definition supplemented by 
a list of duties to be checked by the 
employer. The basic definition is: 

Performs general office work in 
relieving employer and other 
company officials of minor 
executive and administrative 
duties; takes dictation; makes 
appointments for employer and 
reminds him of them; interviews 
people coming into the office, 
directing to other workers those 
who do not warrant seeing the 
employer; answers and makes 
phone calls; handles personal 
and important mail, writing rou- 
tine correspondence on own ini- 
tiative; may supervise other em- 
ployees. 


Certified Professional Secretary 


The Institute believes that quantity 
and quality of experience can be de- 
termined only through statements of 
both the employee and the employer. 
Since a personal interview is impos- 
sible, these and the other problems 
are resolved by interpreting the an- 
swers and statements received on the 
official forms of the Institute. 


How to Fill Out Application 

Type the form. The Committee 
feels anyone applying for this kind 
of examination should have access to 
a typewriter. 

Use your legal name. Legally, a 
man’s surname is the only part of a 
man’s name a woman assumes when 
she marries. Her legal name, there- 
fore, could either be (1) her own 
first name, middle name, and maiden 
name together with her husband’s 
surname, or (2) her own first name 
and maiden surname together with 
her husband’s surname. Don’t over- 
look showing the town of your ad- 
dress. Use abbreviations that are 
standardized, not local ones. Give 
your mailing address ONLY. 

Give your age. Both month and 
year of birth are requested. We 
promise you we will not tell anyone 
your age except the tabulating ma- 
chine that compiles the statistical 
data for the records. Furthermore, 
the information sent in by employers 
is given and accepted in confidence. 

List present employment first; then 
work your way back through the 
years, and give the information under 
the headings in the order requested. 
Do not crowd this information, and 
be sure to list all positions you con- 
sider were secretarial. Use additional 

(Continued on Page 8) 
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Eyes get tired when you cut stencils? Try the new 
VISI-COTE Stencil by Roytype. 

Makes your typing stand out clearly. You can read 
as you type and proofread when you’re finished, with 
out squinting or straining your eyes. When you run 
your stencils off, you’ll find that your copies, too, have 
a crisp, clean sharpness. 

You don’t have to clean your type after each para- 
graph as you often do with heavily waxed stencils, 
because VISI-COTE has a strong plastic coating. Elim- 
inates the need for a pliofilm sheet .. . saves time in 
making corrections. And there’s no need for a special 
writing plate to stylus signatures. 

Try it out and see for yourself—just mail this coupon 
for a FREE SAMPL£. Or ask your Roytype Repre- 
sentative for one. 





NEW ROYTYPE VISI-COTE STENCIL 
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ROYTYPE, Royal McBee Corporation 
Westchester Avenue, Port Chester, N. Y. 
Please send me a FREE SAMPLE of your VISI-COTE 
Stencil. 


(GH) 


Name 








Company 





Address ue 





City. Zone State 


ROYTYPE 


ribbons, carbon papers, quality supplies 
for all business machines 


Products of Royal McBee Corp., World’s Largest Manufacturer of ‘l'ypewriters. 
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CPS PAGE 

(Continued from Page 6) 
sheets if necessary, being sure to in- 
dicate clearly on the application that 


further information is attached. 

Give details of your education— 
credits, months, years as requested. 
In general, business schools do not 
give credits. Even though you are a 
graduate of an accredited business 
school, a minimum full-time attend- 
ance of nine months is necessary to 
allow a year’s credit on the required 
experience. Credit for a year’s at- 
tendance at a junior college, or col- 
lege, or university is allowed only if 
you earned 30 semester-hour credits 
or 45 quarter-hour credits. These 
credits may be accumulated from 
several different colleges. Only 
courses completed prior to December 
1 may be counted. If you do not 
know how many credits you earned, 
write and find out. This information 
is very easy to obtain as colleges 
keep excellent records. If there is 
some question in your mind about 
having received credits or if your 
situation was an unusual one, write 
for a transcript and send it along 
with your application. Start collect- 
ing the necessary information early 
enough so that you will have time to 
submit complete information long be- 
fore the deadline. 


Sign and date the application. The 
$7 processing fee should be paid by 
check or money order, not cash. This 
fee will not be refunded. 


How to Fill Out 
Job Reference Sheets 

Submit each in duplicate. Six 
copies of this form are sent automati- 
cally with every application. If you 
have had more than three jobs, re- 
quest additional forms when you 
request an application. Some secre- 
taries have typed exact copies when 
they needed more, which would cer- 
tainly be acceptable. Other appli- 
cants have used various kinds of 
photocopy processes in order to have 
copies of the forms. These are ac- 
ceptable if legible. These forms must 
be signed and dated. 

Submit this form only when you 
can supply a current address. This 
form is sent to the employer, along 
with a letter of explanation and spe- 
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cial forms for his evaluation. A Job 
Reference Sheet without the current 
address of the employer cannot be 
used in any way by the Committee. 
If you will notify former employers 
personally that you are applying for 
the examination and they will receive 
a form for verification of your em- 
ployment, that employer will prob- 
ably be more cooperative and prompt 
in replying to the Committee. If 
possible, it is a good idea to check 
with your employers to be sure the 
forms have been received by them 
and returned to the Kansas City 
office. This inquiry might be made 
about five or six weeks after your 
application has been accepted. 
Submit Job Reference Sheets cov- 
ering ALL your secretarial expe- 





See Page 30 for 
EXCERPTS, a new 
feature gleaned by your 
District Assistant 
Editors from chapter 
bulletins. 











rience—not just enough to cover the 
required time. Many secretaries 
would be surprised to find that cer- 
tain employment was not considered 
secretarial by the employer, or not 
considered successful by the Com- 
mittee. 

For deceased employers, the ref- 
erence sheet should be filled out in 
his name; but a second person, who 
was familiar with the work you per- 
formed for the deceased employer, 
should be indicated with his address. 
It is very difficult for these forms to 
be completed by a person who had no 
personal contact with you or your 
employer. It is possible in a com- 
pany where excellent personnel rec- 
ords are kept for a personnel man- 
ager who did not know you or your 
employer to fill out the forms; but 
few firms have sufficient records, 
especially if quite a few years have 
elapsed. 

If you have worked for several 
different people in a large company, 


a Job Reference Sheet should be 
submitted for each person for whom 
you worked. It is entirely possible 
for an employer to have full cog- 
nizance of your work for another 
official, but this information should 
be clearly stated by you so he can 
confirm it. 


If you know former employers are 
out of the country, file your applica- 
tion early enough that time will allow 
his reply to the Committee before 
the acceptance deadline. 


While letters of recommendation 
are helpful in certain instances and 
the Committee welcomes additional 
information that would affect its de- 
cision, a letter of recommendation 
alone is not acceptable proof that 
your job was successful secretarial 
experience for a certain length of 
time. 


Civil Service Employment 

Because of the innumerable kinds 
of civil service employees — cities, 
counties, states, and federal—no one 
specific suggestion can be made on 
checking this employment. The ap- 
plicant must furnish the Committee 
with the necessary information. Fed- 
eral Civil Service (particularly in the 
Armed Forces, where officers fre- 
quently transfer) is probably the 
most difficult to check. In many cases 
you will have to determine the where- 
abouts of your former employers. If 
you know their current addresses and 
get permission to use their names as 
references, the Job Reference Sheet 
is by far the easiest method to use in 
checking civil service employment. 
For example: one applicant sub- 
mitted seven Job Reference Sheets 
on Naval officers, ranging from Com- 
manders to Admirals, all with cur- 
rent addresses, and covering eight 
years’ secretarial experience. These 
former employers replied promptly, 
one from duty aboard his ship at sea. 
You can locate most people if you 
start early enough and make a deter- 
mined effort to obtain the necessary 
information. 


If former employers cannot be 
found, the Committee on Qualifica- 
tions may use 


(Continued on Page 25) 
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Before you buy, see and try Smith-Corona’s 


new Secretarial, the only office typewriter 
with lighter, livelier, ACCELERATOR ACTION! 


Call your local Smith-Corona representative today! 








MAKING the MOST 
of TIME 


by International Education Committee 


@ “Time waits for no man” and 
neither does it wait for the busy sec- 
retary. Making the most of time is 
a constant challenge to every con- 
scientious secretary. How can this 
be accomplished? Immediately, some 
of these words come to mind: plan, 
organize, forecast, system, arrange- 
ment, outline, method, procedure, 
order, and routine. 


The nature of the secretary’s work 
is such that she must perform each 
of her duties efficiently and some- 
times handle many duties almost 
simultaneously. It is important, 
therefore, that she be observant at 
all times and be a good listener, par- 
ticularly when instructions are given. 
The secretary’s value to her em- 
ployer is largely determined by her 
ability to follow instructions and 
think for herself. 


As time goes on, the employer 
gives his instructions less in detail. 
The secretary must not only perform 
the more urgent and important duties 
well but must fit many small and in- 
significant chores into the hours of 
the day. This is where judgment is 
required. Unexpected interruptions 
and small jobs which cannot be post- 
poned and demand immediate atten- 
tion can create chaos unless we are 
ready for them and expect them as 
a natural part of our work. 


First, the secretary should try to 
determine the general pattern of her 
particular position and decide upon 
order of importance. Unfortunately, 
because of the unexpected interrup- 
tions which are a part of every sec- 
retary’s day, a definite schedule may 
not be possible. We can, however, 
allow for these unexpected tasks in 
our planning. Intelligent planning 
on the part of the secretary will do 
much to make the office run 
smoothly. We must plan how to 
save, not only our own time, but that 
of our employers. 
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The secretary who is making the 
most of time will do “first things 
first”; she will do some things in ad- 
vance to gain time later; or she may 
hold in abeyance certain tasks which 
are not urgent. Experience will en- 
able her to anticipate certain tasks 
and make some advance preparation. 
For instance, a report which is due 
semi-annually or annually often may 
be prepared in part during a slow 
period when the secretary may have 
a few spare moments. Even an hour 
saved in this way may be of inval- 
uable help if it develops that the 
secretary is very busy when it is 
time to complete these reports. 

It is vital that the secretary con- 
serve her time and disposition by 
maintaining a dependable follow-up 
system which includes everything. 
Nothing should be left to memory. 
The mind should be left uncluttered 
if we are to function efficiently. Our 
filing is no less important. We should 
be able to approach our files with 
confidence when a letter is needed 
quickly. 

Lack of sufficient planning may be 
the cause of severe stress upon the 
secretary. Self-interrogation can be 
helpful if we face the situation 
squarely and answer our questions 
honestly. If we find we are not per- 
forming as efficiently as we should 
and are prone to become upset and 
tired after a day under pressure with 
many interruptions, we might ask 
ourselves some of these questions: 

1. Am I combining certain opera- 
tions when it is possible to do 
so? 

2. Am I typing letters over and 
doing some other things more 
than once because I did not 
have them right the first time? 

3. Do I attempt to plan, perhaps 
at the beginning of each week 
or each morning? 

4. Do I meet all sudden requests 





and inierruptions with cheer- 
fulness? 

5. Do I respond to the telephone 
ring with genuine warmth and 
welcome in my voice? 

6. Do I analyze special jobs which 
may come only now and then in 
an effort to perform them in the 
shortest possible time? 

7. Do I have some bad work habits 
which are not productive? 

8. Do I “make my head save my 
feet” by anticipating what is 
needed to perform certain tasks? 

9. Do I save my employer’s time 
by trying to anticipate what he 
will require to conclude certain 
correspondence or reports? 

10. Do I attempt to keep abreast of 
new methods which will sim- 
plify my work and save my 
time? 

11. Do I mechanically perform 
some operations because I have 
been doing them many years 
without ever analyzing whether 
I am using the best method? 

12. Am I constantly aware that my 
basic function is to render serv- 
ice to my employer and that I 
have a duty to find and use the 
best methods in my work? 

18. Do I keep in mind that others 
in the office may do a far greater 
volume of work in a given 
period of time because they 
organize their work? 

14. Do I automatically go through 
any routine task for which 
the need could be eliminated? 

Many times we have seen the sec- 

retary who looks as if she had little 
to do. She is calm, poised, and of 
pleasant disposition. Often this ap- 
pearance is due to good work habits 
developed over the years. This sec- 
retary probably has learned to plan 
her work in a way which enables her 
to save time and energy. In short, 
she has learned to make the most of 
time. os“ 
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MEMO FROM 


NATIONAL AIRLINES 


? Ne — C9 LOE 
National Secretaries Association Convention 


MIAMI BEACH JULY 22-25 


@ National Airlines serves 15 
states and 38 cities in the U.S., 
plus Havana. National’s 
Atlantic Seaboard route extends 
from Boston to Key West. 

It serves 19 Florida cities, 

more than any other airline, 
and the Gulf Coast, west to Texas. 
Thru-plane service from 

Los Angeles, San Francisco, 
Dallas to Miami in co-operation 
with American Airlines 


and Delta Air Lines. 
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New low Night Coach fares to MIAMI 


TAKE A POST-CONVENTION a 


WASHINGTON... . *31.80 


a ~29 PHILADELPHIA . . . :34,50 
Round-Trip Fare BOSTON el ee 40.90 


special 29-hour i 
excursion fare . _ 
goo a any day ee Las Thriftair fare in effect any Monday, Tuesday, o, 
nesday on Starlight fii me 
ights. Fares plus tax. 








For your reservation 

S...for the fi 
ployer when you’ 
see your Travel Agent or Phone National Peo aia re back at your desk... 











The Strange Story of Sound 


by Merton Fiur 


for Westinghouse Electric Corp. 


@ To most people, sound is pure and 
simple. You snap your fingers—and 
hear sound. You learned to use 
sound, as a baby, even before learn- 
ing to grasp things with your fingers. 
But did you know that unintelligible 
sounds were once worshipped? Or 
that lack of sound in outer space is 
one of the major stumbling blocks 
to interplanetary travel? Or that you 
may one day wash your dishes with 
sound waves instead of soap? 

The importance of sound is made 
clear by the repeated references to it 
in the Bible. 


Even thousands of years before 
Christ, sound was an important part 
of religion. Among the Greeks, thun- 
der was holy; it was believed to be 
the weapon of Zeus, the ruler of 
heaven. A Greek priestess was regu- 
larly entranced by the volcanic 
rumblings she heard beneath the 
temple at Delphi. While in her 
trance, she shrieked and moaned, 
then began whispering meaningless 
sounds and words. Her gibberish was 
“interpreted” by followers, who be- 
lieved her exclamations were coded 
predictions of things to come. 


Other predictions of things to come 
are today being made by scientists 
(sometimes in lingo almost as diffi- 
cult to understand) whose study of 
sound is producing many wonders. 
Even now, for example, hospitals are 
easing the pain of arthritis, bursitis, 
sciatica and other disabling diseases 
by using “silent sound” — sound 
waves so high human ears can’t hear 
them. The soothing sound waves are 
beamed at areas of pain from boxes 
no larger than a TV set. 


In experiments, this inaudible din 
has been found powerful enough to 
drill holes, weld metals, even cut 
diamonds! And forecasters say sound 
waves may one day be used to: 
“shake” dishes immaculately clean 
without soap or water... “age” 
whiskey in eight weeks instead of 
eight years .. . melt the ice next time 
a glacier threatens to envelop the 
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world . . . disintegrate, high in the 
sky, any bombs or missiles an enemy 
might aim at a city. 

To military men, the use of sound 
is no novelty. A nationally syndi- 
cated cartoonist of oddities recently 
reported proof that the walls of 
Jericho really tumbled down when 
Joshua and his followers blew their 
horns and shouted. Alexander the 
Great is known to have used a 
speaking horn with which he could 
assemble his troops from eight miles 
around! But his descendant, the 
Army bugler, is fast becoming a 
vanishing species, as phonographs, 
loudspeakers, wristwatches and flares 
signal reveille, chow time and battle- 
field maneuvers. 

For the future, military engineers 
are planning “fences” of sound— 
barriers more difficult to cross, be- 
cause of paralyzing vibrations, than 
a minefield. And among down-to- 
earth scientists who plan manned 
satellites, the absence of sound in 
outer space is causing much conster- 
nation; prolonged total silence, say 
our white-coated friends, may lead 
even perfectly normal men to in- 
sanity! ; 

How important is sound here on 
earth? We spend billions a year to 
enjoy it. 

Yet recorded sound was virtually 
unknown only 85 years ago. It was 
in 1877 that Thomas Edison built 
the first machine that would repro- 
duce recorded sound (he used tin foil 
records), and not until 1913 was the 
first orchestral recording attempted 
(a failure). The juke box didn’t 
reach peak popularity until the 
1930’s, and hi-fi fans, who today sup- 
port a billion-dollar-a-year industry, 
were scarce and scattered less than 
a decade ago. 

Today, with the advent of stereo- 
phonic sound some predict a “biggest 
ever” surge of interest in music. 

What’s “stereo” music all about? 
In practical terms, it is music re- 
corded on two sound tracks in a 


single record groove that you hear 
from two speakers at the same time. 
It is best enjoyed when the speakers 
are placed six to ten feet apart. In 
sensation, stereo sound is the equiva- 
lent of a 3-D photograph. Like an 
ordinary, flat-surface photo, music 
from a single speaker may be clear 
and even beautiful. But like a 3-D 
picture, stereo music gives you life- 
like reality. Especially perceptive 
listeners report the sensation of be- 
ing engulfed in sound! 

Close your eyes, and you’re right 
up front at the concert, where you 
can hear strings from the left, drums 
from the right. In fact, if your 
speakers are placed correctly, you 
do! 

To listeners, the scientific break- 
through is less important than the 
results. For many people, as Long- 
fellow wrote over a century ago: 
The night shall be filled with music 

And the cares, that infest the day, 
Shall fold their tents, like the Arabs, 

And as silently steal away. 

e ® * 





Explanation of Item 5, 
January Issue, 
CPS Quickie Quiz 


This question was intended to 
measure a mutual mistake as to 
the existence of subject matter 
rather than a mutual mistake as to 
the value of subject matter. Be- 
cause a price was mentioned, the 
question appears to be one of mu- 
tual mistake as to the value of 
subject matter. 

In the case of mutual mistake as 
to quality or value the courts have 
ruled that when both parties to a 
sale are mistaken as to value, the 
sale is valid. In this case the mis- 
take does not affect the contract. 

In a case of mutual mistake as to 
the existence of subject matter, the 
law reads that an agreement is 
void where the subject matter the 
parties thought existed does not 
exist. Thus "a contract is not en- 
forceable when it appears to have 
been based on the supposed exis- 
tence of a certain fact furnishing 
the motive for entering into the 
agreement, if, subsequently, it is 
found that the assumption on which 
the contract was based was errone- 
ous." (Business Law, Dykstra & Dyk- 
stra, p 152.) 

A mutual mistake as to the value 
of subject matter does not affect 
the contract. A mutual mistake as 
to the existence of the subject mat- 
ter voids the contract. 
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Ml QUICKIE 
ERE QUIZ 


(Furnished by International Education Committee) 





Secretarial Procedures 


1. Which of the following filing methods is especially 
advantageous in a highly specialized business? 
(a) Subject 
(b) Dewey Decimal 
(c) Numerical 
(d) Name and subject 


2. Which of the following items need not be sent as 
first-class mail? 
(a) Carbon copies of letters 
(b) Postal cards 
(c) Sealed envelopes 
(d) Photographs 


3. A night letter may be sent any time up to: 
(a) 2 a.m. of day of delivery 
(b) 1 am. of day of delivery 
(c) 6 am. of day of delivery 
(d) 8 a.m. of day of delivery 


4. The period of retention for one of the following 
items would be determined by the statute of limi- 
tations: 

(a) Canceled payroll checks 
(b) Purchase requisitions 
(c) Bank statements 

(d) Internal reports 


5. Which of the following is an advantage of a cen- 

tralized filing system? 

(a) A savings may be effected by being able to 
purchase uniform filing equipment in quantity. 

(b) Fewer filing cabinets are necessary. 

(c) Responsibility for control may be assigned 
to specific persons. 

(d) All of these. 


6. Which of the following is a good source of specific 
information on securities and investments? 
(a) The World Almanac and Book of Facts 
(b) Moody’s Manual of Investments, American 
and Foreign 
(c) Federal Reserve Bulletin 
(d) Survey of Current Business 


(ANSWERS ON PAGE 32) 
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There's Still Time 
To Enter a Candidate 
For Best Dressed Working Woman! 


@ Your chapter is invited to enter a candidate in a 
contest to choose the “Best Dressed Working Woman” 
at the International Convention in July. 


Here’s what to do: the chapter president should for- 
ward the candidate’s name, business organization, and 
the name and title of her employer to Barbara Pradal 
Price and Mrs. Marguerite D. Feagin, Vice Chairman 
of the NSA Home Trust Fund, no later than July 1. 


Your contender may wear any type of clothing she 
wishes for the judging. Ten finalists will compete at the 
buffet supper on July 24 planned by the NSA Home 
Trust Fund. 


A fabulous fashion show staged by Jordan Marsh of 
Miami and Charm Magazine will be another feature of 
the evening. 


Make your reservations now on the convention 
registration form printed in the April or May issues 
of The Secretary. 





Designed with gy in mind! 










more pleasant. Thousands of secretaries enjoy its 
convenience and cleanliness. Count from a box 
the number of copies you want to make — no 
aligning of carbon, as each second sheet 
is lightly attached to its own fresh carbon. 
Copies are sharp — easy to read. (P.S. — 
it saves the boss money, too!) 


Write for free sam- 
ples or mail the 
coupon below. 


*Licensed under Kerr 
Patent No. 2,557,875. 








Please send literature and free samples of HURON COPYSETTE 
NAME 





PORT HURON SULPHITE 


& PAPER COMPANY 
PORT HURON, MICHIGAN 


COMPANY. 
STREET. 
CTY. ZONE__STATE. 











Available in Canada through 
APSCO PRODUCTS, LTD., 
Toronto, Canada. 


OUR STATIONER 
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Number Seven in a Series of Seven 


Meanings of Some 
Important Words 


ACCEPTING A COMMITTEE 
REPORT — To accept a committee 
report means that a motion is made 
as follows: “I move we accept the 
committee’s report.” By this motion 
the assembly supports the action of 
the committee. Most committee re- 
ports need not be accepted because 
they require no action; they should 
be received, not accepted. A report 
is received as follows: “I move that 
the report be received as read.” 
Sometimes “adopt” is used in place 
of “accept.” 

ACCLAMATION —a voice vote 
made by stating “Aye” or “No.” 

ADOPT—To pass or carry a mo- 
tion; to approve a committee report. 

APPEAL FROM THE DECI- 
SION OF THE CHAIR—An 
incidental motion. Any member dis- 
agreeing with the chairman’s deci- 
sion may thus put the matter to a 
vote of the assembly. It is in order 
even when another member has the 
floor and often arises out of a point 
of order. The member rises saying, 
“IT appeal from the decision of the 
Chair.” If it is seconded, the Chair- 
man states his decision and allows 
limited debate, one statement from 
each member. He then says, “All 
those in favor of Chair’s decision, say 
Aye,” etc. A tie vote sustains the 
Chair. 

ARE YOU READY FOR THE 
QUESTION? — “Are you ready to 
vote on the motion?” 
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The meeting will 
order? 





| Reprinted from Michigan Extension : 

| Bulletin 294, “The Meeting Will | 

| Come to Order,” through courtesy | 
of the Cooperative Extension Serv- 

| ice, Michigan State University, East | 

Lansing, Michigan. 





BYLAWS—Generally the bylaws 
comprise all the rules by which a 
society is governed. The rules may 
be divided into three classes: consti- 
tution, bylaws and standing rules. 
The constitution and bylaws are 
usually considered one and the same 
in most organizations. They are of 
such importance that they should not 
be changed except after suitable 
notice is given to the members and 
then by a vote larger than the major- 
ity of those voting. 


CONVENE—To call the meeting 
to order. 

DEBATE AND DISCUSSION— 
Debating or talking about a motion 
or question. 


DIVISION—Count the vote again. 
It may be requested by any member 
after the Chairman has announced 
the outcome of a vote when the count 
is not definite, generally after a voice 
vote. The member need not be recog- 
nized nor need to rise when calling 
“Division.” 

FILIBUSTERING—This term de- 
scribes the act of speaking. for the 
purpose of keeping the floor and pre- 
venting the opposition from getting 
a chance to speak. It consumes the 
allotted time for a motion to be con- 
sidered. 


FIX THE TIME FOR THE 
NEXT MEETING — The highest 
privileged motion. It is in order at 
any time and usually sets the time 
for the next meeting at an earlier 
time than the next regular meeting. 


HAS THE FLOOR — When a 
member has been recognized by the 
Chair, he has the floor. He should 
in only rare instances be interrupted; 
he may yield the floor to someone 
else if he so desires. 

MAJORITY—More than half the 
votes cast. 

MEETING — A meeting of a so- 
ciety is an assembly of its members 
for a time during which they do not 
separate longer than for a recess of 
a few minutes or do not separate at 
all. A series of meetings, such as a 
convention, is called a session. 

METHOD OF VOTING — An in- 
cidental motion. It provides for the 
type of vote desired on a motion, 
such as a vote by rising, roll call vote 
or vote by secret ballot. 

PREVIOUS QUESTION—A sub- 
sidiary motion which means “to close 
debate.” If passed, it stops discus- 
sion and puts the pending motion to 
a vote. It is not debatable or amend- 
able and requires a two-thirds vote. 

OBJECTION TO THE CON- 
SIDERATION OF A MOTION — 
An incidental motion. The purpose 
of this motion is to avoid the consid- 
eration of a motion that is unde- 
sirable or impractical. It is usually 
applied to a main motion and musl 
be made immediately after the main 
motion is opened for discussion and 
before any amendments are made to 
it. It can be made when another has 
the floor, does not require a second. 
no debate, no amendments. The 
Chairman says, “An objection has 
been made to the motion; shall we 
consider the motion?” The vote must 
be two-thirds in the negative to dis- 
miss the main motion and sustain the 
objection. 

ON THE FLOOR—A motion is on 
the floor when it is being considered 
by the assembly. 

ORDERS OF THE DAY — The 
scheduled program of business, used 
most often in conventions and then 
is sometimes called the agenda of 
business. 

PENDING MOTION — Any mo- 
tion on the floor, being discussed but 
not yet disposed of. Several motions 
may be pending at one time. 

PROX Y—This is a power of attor- 
ney by which Mr. A authorizes Mr. 
B to act in Mr. A’s absence. Proxy 
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voting is not recommended for 
ordinary societies of volunteer mem- 
berships. It is designed for represen- 
tative assemblies and stock corpora- 
tions. 


PUTTING THE MOTION — To 
vote on the motion. 


QUESTION — When a member 
calls, “Question” he means “I am 
ready to vote on the motion.” It does 
not close discussion but expedites it. 


QUESTIONS OF PRIVILEGE— 
A privileged motion more accurately 
called a point of privilege and con- 
cerned with the welfare of the assem- 
bly. A member states, “Mr. Chair- 
man, I rise to a question of privi- 
lege.” The Chair asks him to state 
his point. The member states, “I 
should like to have the windows 
opened,” or “I should like to intro- 
duce my guest,” or “I should like to 
have the gentleman withdraw his 
comments about Mr. A.” The Chair 
then makes a decision about the 
point. It requires no seconds, is in 
order when another has the floor, is 
not debatable or amendable and re- 
quires no vote. An appeal may be 
applied to it. 


QUORUM—tThe number of mem- 
bers required to be present to trans- 
act business legally. The number is 
usually a majority of the member- 
ship unless otherwise specified in the 
constitution. 


RECEIVE A REPORT — To re- 
ceive a report means to hear it or 
listen to it; it does not mean that the 
assembly approves the report or takes 
any official action on it. Since most 
reports are reports of information, it 
is reasonable “to receive the report 
as read,” instead of adopting or ac- 
cepting the report. Receiving the 
report also recognizes work done. 


RECOGNITION — A member is 
recognized by the chairman when the 
latter announces the member’s name, 
or, in small groups, nods to him. A 
member obtains recognition by rais- 
ing his hand, rising, and in some 
cases calling, “Mr. Chairman.” No 
member should speak or make a mo- 
tion until he is recognized by the 
presiding officer. 


REPEAL — When the group de- 
sires to change a former action, the 
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motion to repeal is in order. It must 
be made when the floor is clear, is 
debatable, amendable and requires a 
two-thirds vote. If sentiment is 
strong the motion may include the 
words, “and strike from the records.” 
If carried, the secretary writes across 
the motion repealed these words, 
“stricken from the records by order 
of assembly.” (date). 


SESSION — A series of meetings, 
such as a convention. 


STANDING RULES—The regu- 
lations as to time and place of meet- 
ings. 

SUSPEND THE RULES—An in- 
cidental motion used in urgent cases 
to save time. Is not debatable or 
amendable and requires a two-thirds 
vote. 


UNANIMOUS BALLOT—A bal- 
lot cast by the secretary for a candi- 
date who is the only person nomi- 
nated for an office, and no objection 
is made. This method should not be 
used when the constitution requires 
an office to be filled by ballot since it 
does not permit any negative votes to 
be used. The usual form is to have 
the chairman instruct the secretary 
to cast a unanimous ballot for the 
candidate, if there are no objections. 
If objections are made, the ballot 
must be used. 


WITHDRAW A MOTION — An 
incidental motion permitting a pre- 
vious motion to be withdrawn. If the 
maker of a motion refuses to with- 
draw his motion, that motion cannot 
be withdrawn. Any member may 
move to withdraw a motion. The 
maker of the motion must agree to 
the withdrawal of his motion. If the 
motion to withdraw is made before 
the chairman states the motion for 
the assembly, only the maker and 
seconder need to agree upon the with- 
drawal. If the motion to withdraw is 
made after the chairman states the 
motion for the assembly, the maker 
and the entire assembly must be con- 
sulted for its withdrawal. 


YIELD THE FLOOR—A member 
who has the floor may yield the floor 
to another member; in so doing the 
former surrenders his right to con- 
tinue speaking at that time. 
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Ag SUIT & 
HAPI 
JACKET 


Alluring and enduring 
hand - screened cotton 
prints in Hawaiian Tapa 
panel design. Red, navy 
or brown. One-piece suit 
(shown) is lined thruout, 
elasticized for perfect 
fit. Also Bra (specify 
tie or elasticized) and 
Shorts Combination 
same colors, pattern. 


Golden Dragons en- 
hance cotton Hapi coat 
—for beach or loung- 
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A completely new, all- 
quality carbon paper for 


all-purpose use. The 


crowning achievement of 
42 years of leadership. 
A free sample is yours for 
the asking. See your Old 
Town dealer or write us. 


OLD TOWN 
CORPORATION 


750 Pacific Street, Brooklyn 38, N. Y. 











See your Webster 
carbon and ribbon 


Salesman 

...your source 

_ ‘for the best 

“\)\ duplicating supplies 
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Make it clear you want 





They're all made by Webster! 


When a salesman represents the complete line of duplicating supplies 
made by F. S. Webster Company, you can be sure he represents top 
quality. His wide range of products saves you time, trouble and money. 
Not only does he represent “‘one-stop” buying for you, but he also has 
at his call a qualified duplicating sales engineer to advise him of your 
needs. Your salesman’s products and services are yours for the asking. 








Your stationery salesman 
is your source for 
these other Webster Quality 
Duplicating Products: 


WEBSTER 
MULTIKOPY DURAMETRIC 
The carbon paper that has the edge 
over every other brand. The exclu- 
sive scaled edge automatically as- 
sures neater, better spaced typing 
the first time. It’s uncoated for 
cleaner letters, cleaner fingers and 
cleaner carbon handling. Even in ex- 
treme temperatures, it remains com- 
pletely curl-free. You get fine per- 
formance and long service from 

every sheet. 


CARBON PAPERS for all office ap- 
plications in eight grades. 
Typewriter, pencil, pen, transfer, 
blueprint, billing in a variety of 
weights and finishes. 


SPIRIT DUPLICATING PAPERS 
AND MASTER UNITS for both 
spirit and master duplicating units. 


CARBON PAPER RIBBONS for cor- 
respondence, spirit duplicating, 
photo and offset work. 


OFFICE MACHINE RIBBONS for 
most types of adding, accounting, 
tabulating and addressing ma- 
chines. 


TYPEWRITER RIBBONS in cotton, 
nylon and silk for all Typewriter 
makes. 

For correspondence, record, offset, 
hectograph, photo blueprint. 


CARBON PAPER ROLLS for Tele- 
type, autographic Register, Elliott- 
Fisher and adding machines. 





WEBSTER SILK STAR 

| TYPEWRITER RIBBONS 
No higher quality ribbon on the 
market. With Silk Star there are 
fewer ribbon changes, sharper im- 
pressions and longer service. Silk 
Star Ribbons are made of the finest 
quality silk so sheer that 18 yards 
fit the standard spool that holds 
only 12 yards of cotton. Strong and 
three times longer wearing, too. 
Perfect typing companion for 





Webster MULTIKOPY Durametric. plus 
ACCESSORIES: Type Cleaner, In- 
Always send a “Time Saver’’ courtesy carbon copy. strument Oil, Duplicating Fluid, 


Hand Cleansers 
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F. S. Webster Co.,9 Amherst Street, Cambridge 42, Massachusetts 

















YOU ARE 
A DELEGATE! 


by Ruth L. Grogan, President 


Copper City Chapter, Rome, New York 


i So you will be your chapter’s dele- 
gate to the International Convention 
(or any convention) this year! That 
means you must check your ward- 
robe, arrange vacation time, check 
transportation connections and have 
money enough to take in all the 
sights and attractions of the conven- 
tion city. 

Well, yes, you do want to make a 
good impression and be a credit to 
your profession as well as your chap- 
ter; you do want “time off” to co- 
incide with the convention dates; you 
do want to get there on time and be 
able to get back to work on time; and 
you do want to enjoy yourself while 
on the trip. These things are neces- 
sary more or less, of course, but 
haven’t you forgotten something? 

If your chapter has selected you as 
its representative and you have 
agreed to act in this capacity for 
your chapter, then you have a lot 
more to think about than your own 
personal problems. You have ac- 
cepted a responsibility, and your re- 
sponsibility begins when you say, 
“Thank you. Yes, I’ll go!” 

Careful preparation for your re- 
sponsibility will lighten the task you 
have accepted, and you should plan 
this phase of your trip as carefully 
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as you will check your wardrobe, 
your transportation, your “time off” 
and your spending money. This 
preparation should include thorough 
knowledge of what is on the agenda; 
proposed changes in the bylaws; who 
the candidates for office are; and, an 
important point, the wishes of your 
chapter in regard to all three. What 
is more, take all the available infor- 
mation with you. 

Now you are there! It’s time to un- 
pack and worry about your wrinkled 
clothes; get tickets for attractions 
during free time; make dates with 
your NSA friends from near and far. 
Is that all? No! You must register; 
get your credentials; read the pro- 
gram; systematize the papers you 
will need. Remember, you are the 
delegate, and your responsibility 
comes ahead of your pleasure. 

You attend every session, bringing 
your program, note pad and all the 
necessary information with you to 
the meeting room. You take notes 
on everything that is covered during 
each session. You vote as your chap- 
ter has prescribed, or, if you have 
discretionary powers, as your con- 
science dictates for the best interest 
of the Association. 


Your chapter’s alternate has a de- 





gree of responsibility, too. She 
should be as well informed as you 
before, during and after the conven- 
tion. The alternate, too, takes notes 
during all sessions, and particularly 
during any session where she takes 
your place as the delegate. 


Another must for you is to speak 
up! You are representing your chap- 
ter, and your chapter has a voice in 
the affairs of your organization. So, 
don’t just sit there and listen. Get 
on your feet and speak for your 
chapter whether it is to ask questions, 
enter discussions, or to make mo- 
tions. You know that final decisions 
are made upon careful consideration 
of all thoughts expressed. How do 
you know but what you are thinking 
may be just the thought needed to 
arrive at a reasonable conclusion for 
the good of the entire Association. 

Between sessions and after them, 
you are attending all the social func- 
tions you can manage to get in. Keep 
track of the important features of 
each and include mention of them in 
your notes. 

Where did the time go? All too 
soon, it seems, it is over, and you are 
home. Is it over? Not for you, the 
delegate, it isn’t! One of your most 
important duties is just beginning, 
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and that is your report to your chap- 
ter. How you make that report and 
the information it gives to your chap- 
ter members is your responsibility. 
The members want to know what 
happened at the convention; what 
amendments to the bylaws were 
made; what rules were changed and 
new ones added; what important in- 
formation you gathered during ses- 
sions; who the new officers are. In 
other words, your chapter members 
want a summary of the business 
transacted at the convention. 


To help you prepare a concise yet 
informative written account, it is 
suggested that you separate business 
from pleasure. You were on a busi- 
ness trip for your chapter. Now that 
you are back, it is not so important 
what you did, what you said, or how 
you voted, as it is to report to your 
chapter members the results of the 
convention proceedings with an ob- 
jective point of view. So, you will 
devote the first and most important 
part of your summary to the trans- 
action of business, arranging the 


material in orderly fashion under 
proper headings. Summarizing from 
your notes (and those of the alter- 
nate), relate the facts of what tran- 
spired and omit personal comments. 
Your report should include changes 
in bylaws; changes in standing rules; 
results of election of officers; points 
of information of interest to the 
membership. 

During the business sessions you 
heard several different speakers and 
you are wondering how to transmit 
the text of their remarks to the chap- 
ter. Actually, all that is necessary 
is to mention their names, the sub- 
jects covered, and if possible a very 
brief resume of the principal thoughts 
conveyed. 

Your chapter will receive verbatim 
minutes of all sessions of the conven- 
tion, but there will be a delay of sev- 
eral weeks before receipt. But you 
will be getting it, and it will contain 
the entire discussion periods as well 
as complete text of speeches. Your 
report will give the chapter members 


(Continued on page 26) 
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“ELECTRO-WRITE” CARBONS 





and PURE SILK RIBBONS 


are preferred 
by the most fastidious 
secretaries 
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Reason? The original and 
duplicate are so sharp, so 
clear, so clean! Next time, 
try a Codo Silk Ribbon, a 
sheet of Codo Electro-Write 
Carbon, and use the exclu- 
sive Carbon Gripper— 
you'll be pleased, we 





guarantee! 
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The Only Professional Ball Pen For You, 


A.W.Faber’s 
new Ball Pen 


for Shorthand 


Nobody believed there’d 
ever be a ball pen that 
didn’t slip, skip or scrape 
—until A.W.Faser _intro- 
duced STENOSTIK. 

Here is a living doll 
among ball pens. It’s light 
as a feather. Exclusively 
designed for Secretaries, 
it has a long, tapered fin- 
ger grip that lets you take 
shorthand by the hour 
without fatigue. Its full, 
pen-length blue ink car- 
tridge outlasts 7—yes 7— 
lead pencils. 

First we gave you 
ERASERSTIK —now we 
give you STENOSTIK. 
Both are the best friends 


a Secretary ever had. 


DESIGN 
Pat. Pend. 
U. S. Pat. Off, 
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Ask your Stationer. If 
he doesn’t yet stock these 
blue, white and gold beauties, 
send us his name and we'll see 
that you are supplied. Priced at 
39¢, less in a box of 3 —the eco- 
nomical way to buy. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N, J. 











KKK KKK KK KKK 


i A vital blow at the roots of preju- 
dice is being struck by a group 
of Kansas City women who are 
known as “A Panel of Americans.” 

Their approach is simple. A mod- 
erator presents the panel which is 
made up of a Jewess, a Negro, a 
Catholic nun, an “Average Ameri- 
can” white protestant, and a Chi- 
nese. They talk before many dif- 
ferent kinds of groups, and the elo- 
quence of their words is fortified by 
their charm and sincerity. Casual 
acquaintance tells one these are 
gentlewomen, the kind of people one 
likes to know. And this, of course, 
is the crux of their message. Widely 
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divergent backgrounds need not set 
us apart from each other. Every cul- 
ture has something to add to our 
American heritage—every person 
should be respected for the indi- 
vidual he is, without regard for race, 
religion or color. 

But come along and listen in on 
one of their sessions. 

The moderator, Mrs. Paul Brown, 
begins by saying, “We are not here 
as experts. We are not representing 
our respective religions or organiza- 
tions. We are only representing our- 
selves. The members of the panel 
were chosen because they have a deep 
interest and feeling for all indi- 


Composing a "Panel of Americans" are, left to right, Mrs. Elliott Jacobson, 
Mrs. Margaret Holliday, Mrs. Paul Brown, Sister Christine, Mrs. Ernest Dick, and Mrs. William Wu. 





PANEL of AMERICANS 


by Doris Quinn 


viduals, regardless of their differ- 
ences, and they want to help estab- 
lish a clearer understanding that 
while we may be different in our 
religion, our color and our ancestry, 
we can still sit down together to 
discuss these differences.” 


The first panel member, a tall, 
tanned, extremely attractive young 
woman with red-brown hair and a 
generous smile, rises to speak. With- 
out a trace of an accent she says, “I 
am Ann Jacobson, born in Berlin, 
Germany, a Jewess and naturalized 
citizen of the United States. I am 
the mother of three children.” 
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She goes on to tell of her family’s 
flight from Germany to Austria to 
the United States during her child- 
hood, fleeing from Nazi persecution. 
She speaks briefly of her college 
days, when she could not be a soror- 
ity member because of her religion; 
of wanting to go into the diplomatic 
service but being warned that she 
would encounter prejudice; of want- 
ing to buy a home after her marriage 
and finding Jews excluded from the 
neighborhood they had chosen. Of 
her religion, she says Reform Jews 
differ from the Orthodox Jews in 
the observance of certain laws and 
rituals. She says Reform Judaism 
believes in the Messianic age which 
will be brought about by man him- 
self. It will only come when all men 
can live together in peace and 
brotherhood in this world.. 

She ends on this happy note: “Prej- 
udice exists in many places and for 
many people. I find that when I 
take part in community activities and 
do my part as a citizen., people con- 
sider the job I do and not the faith 
to which I belong.” 

A second panel member, wearing 
a nun’s habit, rises. Her pleasant 
face glows with good will as she 
begins to speak. “I am Sister Chris- 
tine, one of 160,000 women in the 
United States who live in communi- 
ties under the rules of life approved 
by Rome. The Sisters of Social Serv- 
ice, the order to which I belong, was 
started in Budapest and brought to 
this country in 1923. Our Sisters are 
social workers. Most of them work 
in parishes, in neighborhood centers, 
settlement houses, and Catholic 
charities bureaus. I am director of 
the Catholic Community Library 
here.” 

She smiles as she confesses, “My 
father is an agnostic, my mother a 
Catholic. We lived happily together 
despite the difference in their beliefs, 
and when I told my father of my 
wish to enter the convent, he said 
that he wanted only my happiness.” 

She goes on to tell of her church’s 
beliefs. “(Catholicism is a religion of 
revelation. The Catholic must be 
ready with God’s help to die for 
his faith if necessary, and therefore 
to live for it, too. Catholics believe 
that God has revealed Himself pro- 
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gressively to mankind, first through 
nature. We believe God chose Israel 
to be the tool of His greatest revela- 
tion, however. And we believe this 
revelation came to its fullness in the 
person of Jesus Christ, who as God, 
took on our humanity in order that 
He might share with us His Divinity. 

“He is our bond of unity, making 
each one of us very important. For 
whatever we do to one another, He 
says, we do to Him. This is the 
basis of Catholic social teaching. He 
will judge us on love.” 


Earnestly leaning forward she con- 
tinues. “We need all of the minori- 
ties with common interests which 
flourish in America today. They en- 
rich the whole body of our culture 
with fresh ideas and trends. They 
help keep our vast society in balance. 
Democracy depends for its continu- 
ance on our ability to respect one 
another even though we may differ. 


! Attending Convention Alone? Want 
| | 
| a Roommate? Make your own hotel 

reservation, but notify Coordinator, | 
| Mrs. Marie Starr, P.O. Box 8308, | 
| Fort Lauderdale, Florida, of your | 
| desire for a roommate. When you | 
| arrive at Convention, consult the | 
| Information and Hospitality Desk | 
| before checking into your hotel, to | 
see if a roommate has been obtained 
for you. 


That means we must forego illogical 
generalizations, fears based on mis- 
information, and that oh, so human 
tendency for always broadcasting— 
never tuning in.” 

Next to rise is a beautiful Negro 
woman, exquisitely groomed, and 
smiling pleasantly. She says, “I am 
Margaret Holliday, a Negro, mar- 
ried, with two children.” Her soft 
voice charms the audience as she 
tells of her girlhood in Lawrence, 
Kansas, where she lived in an inte- 
grated neighborhood and attended 
integrated schools. ‘““Whenever I am 
asked to speak solely as a Negro, I 
find it difficult to suspend myself 
completely from the matrix of Ameri- 
can culture and to think solely as a 
Negro. When I am asked to speak 
as an American I find it equally dif- 
ficult to forget the injustices against 
my people. I can recite numerous 
incidents, some humorous, some em- 
barrassing, and often inconvenient 
related to being a Negro. My chil- 


dren often feel the injustice of seg- 
regation, but I have alwavs answered 
their questions truthfully. I tell them 
some people think we are different, 
but we know we are not. We only 
have the obligation to perform to the 
best of our abilities, because some 
folks do think we are different. 

“T am a district director with the 
Girl Scouts, Kansas City Area Coun- 
cil. Recently I attended a training 
camp for about 35 girls, most of 
them white and from the south. 
When the course was over, a white 
girl named Charlene came _ three 
times to say something to me before 
leaving. Finally she screwed up her 
courage and blurted, ‘Margaret, I am 
from Mississippi, and I am so glad 
that you like me.’ This was quite an 
admission for a girl from Mississippi. 

“My husband was the first Negro 
admitted to the University of Kan- 
sas City, enabling him to practice 
law. Many people who did not know 
us, but who believed in equality of 
opportunity, helped make his admis- 
sion possible. This is the kind of 
thing that points to a richer world 
for your children and mine.” 

The next speaker is a_ petite, 
blonde woman, with sparkling blue 
eyes and a merry smile. “I am Jane 
Dick, wife of Ernest Dick, and we 
are the parents of three children, 
Larry, an Eagle Scout; Susan, a Girl 
Scout; and Ann, a Brownie Scout. 
We are all members of the Episcopal 
Church. I had a warm, protected, 
friendly girlhood. As I look back- 
ward on my growing-up years, I feel 
that I have been unbelievably lucky. 
For me no doors have ever been 
closed just because of my religion or 
race. As a youngster, I didn’t have 
to sit in the balcony when I went to 
the theatre, because of the color of 
my skin, and I was not excluded 
from parties because of my re- 
ligion. Today, if I have the money, 
I can go blithely around the world 
without worrying about being ac- 
cepted. This makes me feel good, be- 
cause I can move in an uninhibited 
way. All of this I enjoy, because I 
am a white, protestant American. 

“T believe it is my particular re- 
sponsibility to help make these same 
opportunities come true for all peo- 
ple. I don’t mean I am going to revo- 
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lutionize the world. First of all, I 
must be honest enough with myself 
to say that I need not wait for my 
neighbor or my minister or a bureau 
of human relations to give me my 
cue. 

“T can encourage my children to 
make friends with children of all 
races and faiths, so they will begin 
to know how much an appreciation 
of our differences can add to the en- 
richment and understanding of life. 
If they should come into the house 
chanting, ‘eenie, meenie, minie, mo, 
catch a nigger by the toe,’ I can take 
them aside and say ‘nigger’ is a 
word that hurts people with brown 
skin. I can make sure that none of 
my children’s friends are excluded 
from the parties we give just because 
of the faith they hold. I can be the 
one to take the seat beside the Negro 
on the bus, with a word and a smile. 

“If my neighbor calls to inquire 
who bought the house across the 
street, and learning the name, says, 
‘Thank God they didn’t sell it to 
Jews,’ isn’t there some quiet remark 
I can make that isn’t ‘holier than 
thou’ which will make her stop and 
think just what it is she has said? 

“T can remember that such terms 
as ‘Jew you down,’ ‘fish eater,’ and 
‘Chinaman’s chance’ tend to prolong 
the feeling that those who are dif- 
ferent from us are somehow not quite 
as good as we are. I must begin then 
to give more than lip service to the 
ideal of brotherhood which we all 
share. When I meet anyone I will 
try to know him as the individual he 
is and not as a part of the group 
which he represents. Perhaps if I 
can remember to do these things, 
then at the close of the day when I 
bow my head in prayer, I will not 
wear the face of a hypocrite.” 

The last speaker, a lovely woman 
with beautiful coloring and expres- 
sive dark eyes, rises to address the 
group. “I am Cecil Franking Wu.” 

She speaks of her family back- 
ground—her mother, a Caucasian 
American married a Chinese fellow 
student in an era when such inter- 
racial marriages were extremely un- 
common—and the background of her 
husband, Dr. William Q. Wu, who 
became an American citizen during 
World War II while serving in the 
U. S. Army Medical Corps. 
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As she mentions school, church, 
scouting and other activities in 
Prairie Village where she and her 
husband live with their sons, Billy 
and Christopher, the listener gathers 
that the Wus are, in many ways, a 
typical suburban family. 


The panel as a whole gives a 
glimpse of the varying streams which 
flow together in the American way 
of life. But each talk makes a spe- 
cific point on some aspect of human 
relations in the community. This is 
clear as Mrs. Wu remarks, “One of 
my functions on the panel is to add 
that being difterent does not always 
make things more difficult. There 
have been times when the racial tag 
has been helpful. Patients have 
found their way to ‘the Chinese 
neurosurgeon’ who might not have 
had he been a man named Smith. 
On the other hand, my husband and 
other local Chinese doctors are fre- 
quently mistaken for one another. 


! 
| Interested in food and fashions? | 
| Don't miss the buffet supper planned | 
| by the NSA Home Trust Fund July | 
| 24 at Convention. The “Best Dressed | 

Working Woman" will be selected | 
| by prominent judges, and a fashion | 
show will entertain you. i 





It may be true to some, all Chinese 
look alike.” 

Illustrating preconceived notions of 
a favorable kind, she continues, ‘“‘Peo- 
ple sometimes say “The Chinese are 
so skillful with their hands.’ Perhaps 
it is natural to conclude that mass 
manual dexterity is evidenced by the 
fact that all Chinese can eat with 
chopsticks. 

“Others occasionally remark that 
my husband shows a stoic Eastern 
calm in time of crisis as though it 
were something derived inevitably 
from Buddha. Still others have given 
him credit for a devious Oriental cun- 
ning in ferreting out an obscure 
diagnosis —a sort of Charlie Chan 
astuteness. 

“Obviously, these latter examples 
are not unkind in intent, nor harmful 
in practice. But many Chinese, Wus 
included, are frequently noé skillful, 
stoic, or astute. And to assume that 
these are inevitable characteristics 
of the inscrutable Oriental is to pre- 


judge. As such it is as irrational as 
summing up the entire Chinese men- 
tality in the words, ‘no tickee, no 
laundry.’ ” 

The speaker concludes with an in- 
cident in which a colleague asked 
that a Chinese be called to interpret 
for an accident patient. When re- 
minded that one was standing be- 
side him, he exclaimed, “Oh, I forgot 
Bill was Chinese.” This she sug- 
gests shows an ideal attitude, in 
which the individual, with his back- 
ground known, accepted and in gen- 
eral, dismissed. 

She has pointed out earlier that 
her family’s loyalties are in no way 
divided by reason of their being so- 
called hyphenated Americans—that 
whatever traditions they cherish 
such as celebrating Chinese New 
Year’s, they do in the spirit that 
Peking duck and Cantonese lobster 
are valid contributions to the Ameri- 
can culture—that forsaking old loyal- 
ties is only right, but that rejecting 
one’s heritage ends in loss. 

She concludes, ‘““When we can see 
people in terms of the individual 
each is, we will not refrain out of 
cautious delicacy from mentioning 
differences which do exist, nor will 
we assign either good or bad quali- 
ties automatically because of color 
or creed. Instead, we will judge as 
each of us would like to be judged— 
on the basis of our own personal 
character and ability.” 

The moderator rises to conclude 
the program. Earnestly she reminds 
the audience, “Prejudice and intol- 
erance can only breed in our ignor- 
ance of what the other fellow and his 
group believes. If we will learn to 
take the little time we have to find 
out how others believe, we will not 
repeat statements that are damaging 
and inaccurate. We hope we have 
shown that Americans can have 
amity without uniformity — and 
agreeable disagreement. 

“We can all use the lesson of the 
little boy who was to have a birth- 
day party. He was making up his 
guest list and reading it to his 
mother. She stopped him at one 
name and asked, ‘Isn’t that the little 
boy who is colored?’ 

““T don’t know,’ he replied, ‘but 
the next time I see him, I’ll look.’ ” 
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LET'S PACK 


the SUITCASES 


by Mrs. Marie Starr, Convention Coordinator 


Wilt is almost time to board the 
planes, trains, and buses for the 
Fourteenth Annual Convention of 
The National Secretaries Association 
(International) at the Americana 
Hotel in Bal Harbour, Miami Beach, 
Florida. But first let’s run down the 
list of things we should take in order 
to make our stay in sunny Florida a 
joyous one. 


It goes without saying, of course, 
that you will want to include a swim 
suit or two, and possibly some Ber- 
muda shorts. For our meetings, your 
regular business attire will be quite 
suitable, as will sunbacks and open 
toes. The lighter the better, both in 
color and weight, for you will find 
the weather will make you want to 
wear the coolest, most comfortable 
outfits your wardrobe has to offer. 
No hats—no gloves—no coats—just 
sweaters (it will be unusual if we 
have a cool spell). 


If you still have some space in 
your suitcase after all the odds and 
ends there is a spot here where you 
can help fill that emptiness and go 
home with your suitcase “jam- 
packed.” It is fabulous Lincoln Road 
—the first of its kind—which is a 
must on everybody’s list when they 
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visit Miami Beach. You have never 
been to Miami Beach unless you 
have “done” Lincoln Road, a mile- 
long boulevard, lined with Royal and 
Alexandra palms, stretching from the 
Atlantic Ocean to Biscayne Bay. It 
is the supreme shopping strip for 
visitors as well as we home folks— 
the only shopping mile where all off- 
street parking prevails. Three times 
in thirty years the Lincoln Road 
buildings have been razed and re- 
built—a symbol of progress. No other 
shopping area can boast of such a 
program. And what do these shops 
have to offer? Eloquence plus—just 
about everything but groceries and 
gas. Familiar names will greet your 
eye. Hang on to your wallets and 
handbags—the urge to buy and buy 
will overwhelm you as you parade 
through the great specialty shops, 
the furriers, the fine clothing stores, 
the jewelers, and the antique shops. 
Among them, too, are all sorts of 
other stores—the combination makes 
Lincoln Road today the rival of the 
Grand Bazaar of Istanbul in its va- 
riety. You will never believe it until 
you see it! 


Now after all the shopping you 
have done, aren’t you hungry? Let’s 


find a place to eat—something dif- 
ferent — The Embers for delicious 
steaks; The Lighthouse for seafood; 
Grandma’s Kitchen for farm din- 
ners; the enchanting Luau for almond 
chicken, duck pekin or chicken 
manuu and many, many other va- 
rieties of Cantonese food; and if you 
should want to take a little drive to 
Opa-Locka, there’s the Old Scandia 
which is the finest Swedish Smorgas- 
bord. 


Those who don’t want a big lunch 
or dinner could go to the famous 
Jahn’s, an old-fashioned ice cream 
parlor and restaurant where the 
rooms, paintings, fixtures, old nickel- 
odeon, and chandeliers are a part of 
the Gay Nineties. They represent a 
by-gone era, and good old-fashioned 
ice creams and trimmings go right 
along. Sundaes such as “Finger 
Bowl,” “Joe Sent Me,” “Wha Hop- 
pened,” “Boiler Maker and Helper,” 
“Nosher’s Nightmare,” plus eleven 
different varieties of waffles. For that 
extra ten pounds—this is the place! 
And, if it is your birthday and you 
can so prove it (be sure and bring 
your birth certificate!) , a free birth- 
day sundae awaits you! 
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A NEWCOMER’S IMPRESSIONS OF N NA 


by Elsie Mamo, Houston Chapter (Texas) 


@ A novice in a field is generally in- 
terested in methods and ideas that 
would facilitate his learning of and 
good performance on his new job. 


Coming into the business world 
from other fields, the business world 
presents a new way of thinking, 
working, and, for that matter, living. 
It is natural to move toward an or- 
ganization of people concerned with 
the same field of work. 


Attendance at a meeting of the 
local National Secretaries Associa- 
tion chapter showed me a group of 
women conducting a business meet- 
ing in an orderly, dignified fashion, 
presenting problems and attempting 
to solve them in a mature, logical 
manner. 


Further scrutiny of the organiza- 
tion and its purposes revealed a 
group of women evidently intensely 
interested in improving their work as 
secretaries, and bent on _ building 
their profession by means of the or- 
ganization, NSA. It was quite evi- 
dent the goals they chose to achieve 
would be reached through coopera- 
tive thinking and action. 


And so I became a member of 
NSA, and learned that, based on fine 
and solid principles, there were prac- 
tical and realistic programs, as well 
as sensible goals. 


The chapter’s educational program 
interested me. It sponsored study 
courses dealing with techniques of 
secretarial work, parliamentary pro- 
cedure, with items of interest to 
women, cultural aspects of every-day 
living. For our monthly meetings 
top-notch speakers were provided— 
speakers who left us never with less 
than several thought stimulants . . 
perhaps concerning a new approach 
to the solution of an office problem, 
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a more tactful manner of handling a 
situation, a clearer insight into our- 
selves and our working world. 

Perhaps favorite among newcomers 
is the “workshop,” which serves as 
an excellent medium for pertinent 
information of interest, as well as 
expression of our thoughts and an- 
swers to our many questions. 

We learned, too, of the CPS pro- 
gram, which serves as a mark of 
achievement for, and truly an indica- 
tion of, a well-rounded secretary, 
able to cope with various problem- 


ADDING COLOR 
TO THE RAINBOW'S HUE 


A little love, a thoughtful deed 
To help a fellowman in need, 


Soft voice that says: ''l understand,’ 


hi. 4 — 


These rays of do 
Add color to the rainbow's hue. 





by Leona M. Lennemann 
Corresponding Secretary 
Presidential Chapter 
Washington, D. C. 
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| A friendship smile, a helpful hand, | 
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atical forces relating to and bearing 
upon her secretarial position. 

A friend of mine once said, ‘Those 
people who can play well together 
work well together . . . and with a 
wholesome enthusiasm.” And _ the 
NSA’ers I know do just that! Social 
events planned are very successful, 
and we find ourselves looking for- 
ward to the next open house tour of 
one of the company plants, or the 
approaching friendship tea. 

These secretaries realize their 
place of responsibility as citizens in 


their communities, as well. The 
chapter calendar reflects they are 
busy at odd times lending their effi- 
cient suggestions to a hospital on 
improving of its filing system, per- 
haps, or helping with various of the 
community projects and drives. 


One outstanding characteristic of 
NSA members is their hearty wel- 
come to those interested in its pur- 
poses, its development and growth. 
There appears to be, indeed, a demo- 
cratic manner about the group. New 
members and old alike are encour- 
aged to make inquiries, offer com- 
ments and suggestions, and take an 
active part in the operation of the 
organization’s program. Such teach- 
ing and encouragement can hardly 
lead but to the development of more 
resolute and interested members. 


Yes, NSA welcomes a secretary... 
provides a real place for her in the 
business world of her city, indeed, 
nation. And the secretary, I feel, is 
wise who realizes that NSA, with its 
emphasis on the CPS program, can 
help her to achieve a broader, finer 
development of herself as a working 
individual on her job and in the com- 
munity, and as a personality. 


Being a part of NSA is having 
friends among women with similar 
interests, with a purpose behind the 
professional work they are pursuing 
—women who with intelligence and 
discrimination work to achieve their 
goals, and at the same time earn the 
respect of those about them, be it 
bosses, families, coworkers. For these 
women of NSA have set their stand- 
ards high—and, perhaps most de- 
lightful of all, reach to achieve them 
with dignity and grace. 
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ATTITUDE ATTRACTS ATTENTION 


by Cylvia A. Sorkin 


Reprint from Independent Woman, Official 
Publication of the National Federation of Business 
and Professional Women's Clubs, Inc. 


WHAT IS ATTITUDE? 


@ Attitude is something we all have 
about everything—especially strong 
in regard to things we know least 
about. 

Attitude can get us into a lot of 
trouble, especially if. we permit it to 
substitute for new and progressive 
thinking, for information and skills. 

Attitude is a strange phenomenon 
—easy to develop but difficult to 
destroy. 

Attitude is like a new business ven- 


ture—easy to get into, but difficult to 
get out of. 

Our attitude is a key to our stature 
in life. It is the skeleton key to our 
personality. Attitude and ambition 
—which has been called the only 
disease that laziness can cure—go 
hand in hand for success in everyday 
living. 

A biased attitude can affect our 
ultimate choice of vocation or pro- 
fession— and thus affect our eco- 
nomic, social and psychological 
modus operandi. 


HOW DO | ANSWER THESE QUESTIONS? 


WHERE DO | STAND? 


If you find that you have answered 
“yes” to more than half of the ques- 
tions in this self-analysis question- 
naire, then your attitude needs re- 
vitalizing. 

It means more than this. It means 
that you must learn to make more 
effective adjustments to life as you 
lead it. The true definition of happi- 
ness, after all, is “self-acceptance”! 

Don’t look at the top of the ladder 
as you start self-improvement, but 
rather see the rungs on the ladder 
and take each step as you approach 
it. Set sub-goals for yourself and the 
final goal will be attainable. 

Work on one problem at a time. 
Problems become surmountable by 
this method. Use rifle-shot rather 
than buck-shot! 





1. Do I believe that everyone in the office is off the beam but me? yes [] no [] 
2. Do I feel that I have been “overlooked” in the normal promotion schedule? yes [] no [] 
3. Do I think that favoritism is the most popular game among my business associates? yes [] no [] 
4. Do I believe that the boss is “prejudiced”? yes [] no [] 
5. Do I think that everyone else is suspicious about my professional or business motives? yes [] no [] 
6. Do I feel that “things might have been different” if I had had a better education, or a 
happier childhood, or proper advice and guidance? yes [J no [] 
7. Do I experience boredom or monotony in my work? yes [] no [] 
8. Do I work because I feel that I must? Am I an office slave? yes [J no [j 
9. Do I think enthusiasm is “overrated”? yes [J no [] 
10. Do I feel certain I am underpaid? yes [] no [] 
CPS PAGE acceptable. The Committee on Qualifications 


(Continued from Page 8) 

1. A certified copy of Job Descrip- 

tion and 

2. A Certified Personnel Action 

Form or certification of length 
of service. 

In other words, the forms given 
above will enable the Committee to 
evaluate your work as successful sec- 
retarial experience and to determine 
that you did that particular job for 
a specific length of time. 

Although all Job Reference Sheets 
covering any type of secretarial em- 
ployment are requested in duplicate, 
Job Descriptions and any kind of 
personnel action forms or certificate 
of length of service submitted be- 
cause the address of the employer is 
unknown need not be submitted in 
duplicate. Your personal copies of 
these forms need not be sent to the 
Committee. Legible photocopies are 
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Even though you send in your ap- 
plication early, the Committee can- 
not guarantee that you will neces- 
sarily receive prompt approval. We 
urge you to apply early in order for 
the Committee to have time to obtain 
the necessary information — even 
from abroad if need be—to follow up 
on delinquent replies from employers, 
and to ask for and obtain additional 
information if it is found necessary. 
All replies from employers must be 
received by February 1 to be con- 
sidered for the current year’s exami- 
nation. 

You will be advised of acceptance 
just as soon as possible. If you are 
accepted this year, you do not have 
to take the examination this year; 
your approval is good for three years. 
After three years, re-application and 
payment of an additional processing 
fee are necessary. 


of the CPS Institute has as its pri- 
mary function accepting applicants 
for the CPS examination. The Com- 
mittee does not like to reject an ap- 
plicant. Over 95 per cent of those 
who apply would probably qualify if 
they applied early enough and if they 
furnished the Committee with suffi- 
cient information to be checked by 
employers, having impressed upon 
their employers in the meantime the 
importance of returning the forms. 
The Committee for the 1960 exami- 
nation began work on June 1. Lois 
Wartman, 7 Euclid Avenue, Provi- 
dence, Rhode Island, is the chairman 
of the Committee for the 1960 exami- 
nation. Many applications have 
already been approved. The process- 
ing of the applications is now con- 
tinuous throughout the year so that 
early applications get immediate 


attention. o ee 
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@ As private secretary to one of the 
World’s outstanding medical men, 
Mrs. Zita Wist Hauswald spends her 
working hours on the eighth floor of 
the elegant Shoreland Hotel in Chi- 
cago, in book-lined offices which af- 
ford a wonderful view of the lake. 

Here she assists her famous boss, 
Dr. Morris Fishbein, retired editor 
of the Journal of the American 
Medical Association, in the many 
duties connected with his writing, 
public speaking and traveling. 

Zita began her career as secretary 





Dr. Morris Fishbein 


to the assistant-to-the-editor of the 
Journal of the American Medical 


Association. Before long, she was 
promoted to Number Two Secre- 
tary to Dr. Fishbein. Naturally, 
she soon became Number One, and 
when he was retired from the AMA, 
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she went along with him as his pri- 
vate secretary. 

A very enthusiastic person, Zita 
likes her job and her boss. She says 
she admires everything about him, 
his intellect, his infallible memory, 
his understanding of life, and above 
all, the work he is doing for human- 
ity in the fields of research. This en- 
thusiasm helps her to carry the tre- 
mendous load of responsibility her 
job entails. 

A member of NSA since 1950, Zita 
was vice president of Lake Shore 
Chapter, Chicago, Illinois, in 1953-4 
and president in 1954-5, in addition 
to service on various committees. She 
is immediate past treasurer of the 
Illinois Division. With only the sec- 
tion on accounting to pass, she has 





Mrs. Zita Wist Hauswald 


been taking evening courses at 
Northwestern University and the 
Y.W.C.A., and hopes to become a 
CPS this year. 

Reading and golf, along with NSA 
and her family, occupy her spare 
time. 

A year ago in February, a new 
chapter was added to her life when 
she became the bride of Richard L. 
Hauswald, a teacher of English liter- 
ature to senior students in a sub- 
urban Chicago high school. 

Zita describes him as intelligent 
with a wonderful sense of humor, 
kind, thoughtful, and flexible. 

Her recipe for success is to always 
try to be calm and interested in 
everything she does. If things are 
not just the way she wants them, she 
tells herself to remember that noth- 
ing lasts forever. 





YOU ARE A DELEGATE 
(Continued from Page 19) 

the information they want now, and 

for details they will be free to read 

the complete minutes when they are 

received. Your key word is summary. 


At every convention there are spe- 
cial added attractions of interest to 
you and your chapter members. Yes, 
the members are anxious to hear 
about these things too. It is sug- 
gested, therefore, that you transmit 
information on the extra-curricular 
items in the same manner as the con- 
tent of your report of the business 
sessions. Do it briefly—summarize. 
Relate the facts and omit your per- 
sonal comments. Your chapter mem- 
bers want to know who the Secretary 
of the Year is; the main features of 
the banquet and its proceedings, in- 
cluding prizes awarded and who re- 
ceived them; and any other special 
feature items which took place dur- 
ing the convention. 

Your entire report is brief, yet 
complete, orderly and dignified. 
Every chapter member receives a 
copy of it, and thus ends your re- 
sponsibility. 

Now, knowing that your chapter 
members are interested also in the 
sidelights and your personal expe- 
riences, you can entertain them with 
a verbal narration when next you 
meet; or as an informal addendum 
to your official report; or ask the 
alternate and other attending mem- 
bers to highlight the sidelights in a 
bulletin article. 

NSA is an association of wise pro- 
fessional women, and such women 
expect a return on any investment. 
Your chapter members made an in- 
vestment in you when they sent you 
to represent them at the Inter- 
national Convention (or any con- 
tion). You accepted the responsi- 
bility of making that investment pay 
off. You have done so by your prepa- 
rations, your on-the-spot actions and, 
finally, your factual report. Those 
wise professional women—your chap- 
ter members—are satisfied with the 
return on their investment. YOU 
have the good, warm feeling of a job 


well done. The mission is accom- 
plished. 
Happy convention, delegate! 
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SECRETARIES 
SET SIGHTS 
ON HELPING 
MENTALLY ILL 


@ “I received some news yesterday 
that gives me a warm, glowing feel- 
ing and a sense of pride to report,” 
said Judy Cooper, reporter for the 
St. Petersburg Times in her column 
recently. 


The St. Petersburg Chapter (Flor- 
ida) launched a new civic program 
designed to aid the: staff of Mound 
Park Hospital in the rehabilitation of 
mentally ill patients by providing 
entertainment, recreation and social 
contacts with the outside world. 


David R. Kenerson, hospital ad- 
ministrator, reports it is the first club 
in the city to undertake such a pro- 
gram, and he feels it will be of im- 
measurable value not only in making 
the patients’ stay in the hospital 
more pleasant but in helping them to 
adjust for their return to families and 
community. 


Mrs. Virginia S. Deas, chapter 
president, selected three chapter 
members to head up this project. 
Since mid-summer, Melba Smith, 
Wilma Easterbrook and Mrs. Ethel 
Darling have been holding a series 
of conferences with Kenerson, Dr. 
Walter H. Bailey, psychiatrist, and 
Beth Hicks, supervisor, psychiatric 
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Secretaries serve refreshments to patients in the psychiatric ward at Mound 
Park Hospital. They provide entertainment, friendliness and a bridge back 
into the everyday world from which many of the patients have withdrawn as 
a result of mental illness. From left are Mrs. Ethel Darling, Elsie Jane Pearson 
and Mrs. Helene Wenner, of St. Petersburg Chapter (Florida). 


department. Twenty-four chapter 
members have volunteered to spend 
two hours each month visiting and 
entertaining patients. “This is one 
project dear to my heart,” says Mrs. 
Deas, “and the response of the chap- 
ter members in supporting it is most 
gratifying.” 


Professional entertainment will 
play an important part, and already 
members of the entertainment world 
have volunteered their time and tal- 
ent. Says Ethel Darling, “I ap- 
proached one entertainer and, with- 
out hesitation or question, received 
the heartening reply, ‘Of course, any 
time, just let me know.’” Elsie Jane 
Pearson has volunteered to maintain 
a record of the names of the profes- 
sional men and women, where and 
how they are to be contacted, and 
will maintain a schedule of appear- 
ances for these artists so they will 
have advance notice when they will 
be called upon to perform. 


A short time ago Melba Smith, 
Ethel Darling and Louis E. Du- 
shuttle, husband of chapter member 
Peggy Dushuttle, visited the patients 
on a Sunday afternoon. Mr. Du- 
shuttle, whose accordion music has 


afforded chapter members pleasure 
on many occasions, brought his in- 
strument and began a solo perfor- 
mance of musical selections requested 
by the patients. The first number 
received scant notice, but when the 
tempo of the second selection in- 
creased a definite response was ob- 
served until finally most of the 
patients came closer to see and hear 
better and, believe it or not, to dance 
to the music. One patient said, “I 
hope I’m not here, but please come 
back.” Needless to say the volun- 
teers were deeply moved, and the 
hospital staff impressed and encour- 
aged. 


Some people have thought this 
rather an unusual choice of commu- 
nity project for a group of secretaries. 
But we members of the St. Peters- 
burg Chapter feel it doesn’t matter 
what your profession—nobody can 
turn her back on people who need 
help. We’re not doing this as secre- 
taries, but as human beings. There’s 
a wonderful sense of gratification 
about it all. It’s a two-way propo- 
sition—we learn while we are work- 
ing with the patients. 
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WHAT MANAGEMENT EXPECTS 


Mi One could make an endless list of 
what is required, or what one would 
like to find in a secretary. I'll try to 
break it into four groups, and I will 
generalize. 


I’ll divide these remarks in these 
categories: integrity in your work, 
your technical abilities, non- 
technical abilities, and the responsi- 
bilities of setting the pace you under- 
take when you become a secretary. 
I do not know that any one of these 
things is more important than the 
other; I think they are all indispen- 
sable. But, I'll lead off with integrity. 


The relationship a secretary has 
with her immediate superior is a 
unique one in business. There is no 
other such relationship, because if 
she is to be completely helpful to 
him and to further the effectiveness 
of his job, she bears a very intimate 
relationship with him. Yet, it is 
strictly a business one. First off, he 
must be perfectly certain the matters 
they have to discuss together are 
completely between the two of them. 
So frequently an executive just in 
the pursuit of his job will have a 
problem that is a personal one; it has 
to do with one of his subordinates, 
it’s a thing he has to take care of 
that may be unpleasant or pleasant, 
as far as that’s concerned, but it has 
to do with the position and the ad- 
vancement of someone below him. 
He can’t walk around keeping secret 
notes in his pockets about all of these 
things. He has to execute these jobs, 
and so his secretary must know what 
all of these jobs are, or probably will 
know. First, he must be sure she 
puts those private matters in a little 
part of her mind, where they stay. 
He must be sure there is no talking 
about it. 


If a management man felt his 
secretary could not handle those 
things confidentially, her value to 
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of a SECRETARY 


~ by Elisha Gray I!, Chairman of the Board, Whirlpool Corporation 


him would have been completely 
eliminated. I don’t think he could 
carry on with any such a fear as that. 
So, that in protecting this unique 
relationship you have, integrity is of 
utmost importance. In the same cate- 
gory, a thing you might be tempted 
to do once in a while is to indicate to 
others, your colleagues, that some 
really important things were happen- 
ing. You couldn’t tell them about it 
—it was confidential—but you had 
some great knowledge of some par- 
ticular thing. It’s a temptation; I 
think men are the worst offenders in 
that they just can’t keep some im- 
portant bit of news. You must keep 
it, and the easiest way is not even 
tempt yourself by suggesting to any- 
one else that really important things 
are going on in your office. One slip 
leads to another. 


Now for a moment on the techni- 
cal side. I think an interesting cir- 
cumstance is presenting itself to the 
secretaries as a profession. There 
was a time when the only way one 
could write a letter was either to 
write it in longhand or dictate it and 
the secretary took it down in long- 
hand and then wrote it. We’ve ad- 
vanced from that through shorthand 
and the typewriter, and now we’re 
advancing into other mechanical 
equipment. This equipment, in a 
measure, intrudes upon the secre- 
tary’s previous responsibility of tak- 
ing shorthand and transcribing it 
into the letters. Much of it is very, 
very good, and it does increase the 
efficiency of the day. The thing, as I 
look at it, is that if the manager can 
save his time or his worry, or can be 
assisted in keeping his thoughts in 
orderly procedure, which is quite 
difficult for some of us, then the 
equipment justifies itself and that 
means the secretary has to adapt her- 
self to that circumstance. I can 





understand that, with all of the dic- 
tating and transcribing machinery, 
some of you might think you were 
going to lose your touch at short- 
hand, and I don’t know why you 
don’t. Frequently, you don’t get 
much exercise at it; I just think it’s 
an added challenge to you, though, 
and I say to you where there is a 
great amount of equipment available 
for doing that sort of thing, don’t let 
your own abilities get dull because 
you are still supposed to be as fast as 
ever at that moment when the ma- 
chine breaks down or it isn’t there, 
or for one reason or another it can’t 
be used. I think it puts a double job 
on you because you’ve got to keep 
sharp and still you aren’t using the 
tool as much as you were. There are 
other bits of equipment, of course, 
which I think it’s your job to bring to 
the attention of the executive for 
whom you are working. 


The telephone equipment has been 
greatly improved. For example, the 
“hands-off” telephone which now is 
available on a very nominal rental 
basis. The loudspeaker system which 
permits you to have a phone conver- 
sation aloud and everyone in the 
room can hear. It’s a very simple 
little thing—a very, very helpful one 
for your boss if he has that type of 
work to do. I saw one recently that 
is rented by the Bell Telephone 
Company, and I’m going to make an 
inquiry here, where you can auto- 
matically dial. They have a box with 
a great many numbers on it. You 
just move the indicator to the num- 
ber you want to call and push a 
button. It does the dialing, either 
inside or outside. This new equip- 
ment has something to recommend it. 

I think you should be alert always 
to those advancements in equipment. 
Because, the more of it that can be 
used efficiently in your kind of an 
operation, the more you are relieved 
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of these ordinary semi-mechanical 
things and the more you can put 
your energies into the other phases 
of your job. 


The typing of a letter is some- 
times taken for granted; and some- 
times, incidentally, your superior 
may not have the best standards of 
letter typing and I think it’s up to 
you to keep him in line. The type- 
writers get a little fuzzy, the ribbons 
aren’t quite right or the thing that 
always gets me down is when the 
type doesn’t always come to the 
space line, or whatever you call it. 
Maybe the capitals all hit just a 
little bit high. Your superior per- 
haps would pass those; he’s busy, 
you’ve got the letter written and he 
signs it and out it goes. But, I think 
keeping the technical standards of 
your work, the work going out of 
your office, is your job to watch, be- 
cause it reflects on the boss first and 
on yourself. And, as I say, he may 
be a little remiss about it. You’ve 
got to poiice it. 

Now, in the non-technical phases, 
you get into some rather nebulous 
areas. In this case, I am sure, every- 
one’s job is just a little different. The 
secretary in an office really sets the 
climate for the office. She does it in 
the personal way she greets people, 
in her personal conduct around the 
office, and quite as importantly, in 
the way she handles the telephone. 
I think if you wish to excel in your 
work, you should give serious con- 
sideration to your telephone person- 
ality. Probably you have many more 
contacts on the telephone than you 
have face to face. There are tech- 
niques for doing that; I know in your 
professional studies you get into the 
detail of it. It is very important that 
you reflect a pleasant personality, be- 
cause the man who’s calling your 
superior sets up his impression of 
what this call is going to be by the 
way you handle the introduction of 
it. I think the matter, for example, 
of asking who’s calling is a small 
thing, but the way in which you do 
it is important. Your tone could re- 
flect that your boss is a very hard 
man to approach and can’t be both- 
ered with trivia. Your voice could 
suggest, “state your business please 
and I'll see if it’s all right for me to 
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let you talk to him.” Just by the in- 
flection you can create that circum- 
stance. I’ve had men ask me if I 
would speak to so and so because his 
office was giving entirely the wrong 
impression of him by the way they 
screened out his telephone calls. 
Now, there is a function to perform; 
you can’t just have everybody on 
the phone all the time or breaking 
into meetings and what not, but in 
a very skillful way you’ve got to 
make it seem like a great pleasure 
that the gentleman called and you 
know you'll get it worked out with 
your boss shortly but he isn’t avail- 
able now, etc. It’s an important 
thing. 

Of course, in your personal con- 
tacts, the same thing goes double. In 
addition, in your personal contacts 
with people coming into the office, 
your own physical appearance is 
quite a factor. Now, one doesn’t 
ordinarily speak of a secretary’s job 
of being one that requires great 
physical beauty. If one were to be a 
model, that’s their stock in trade. 
They sell their beauty and their pro- 
portions, and when they lose them, 
they lose their modeling job. I don’t 
give that inflection to this point I 
make. But, the matter of good 
grooming is of great importance, and 
regardless of what particular 
physique or face we might have been 
blessed with, we can always groom 
it well, and each of you must have 
this in mind. 

Your own physical well-being is 
important, so that you have the 
energies and the bounce and the en- 
thusiasm which always reflect from 
someone who is vigorous and vital. 
That’s probably the biggest single 
factor in making an impression on 
people who come into the office. A 
friendly, pleasant atmosphere, yet a 
business-like one, not a social circle 
or a place to sit down and let’s gos- 
sip awhile. You’ve got to hit a neat 
point in there. 

Now, on that score you have an- 
other job that I think is a most diffi- 
cult one. If you’re really serving 
your superior in a big way, he asks 
you to do a lot of things which other- 
wise he would do himself. Call up 
Mr. Smith and see if he wouldn’t 
be available for lunch with me today. 


And so, you call. Now, the manner 
in which you transmit the invitation 
or make the request or whatever it 
might be, is quite important. If your 
boss happens to be “the boss,”’ let’s 
say so, in authority, you reflect a 
little more authority than Mr. 
Smith’s secretary does. If you don’t 
look out, you can be throwing your 
weight around a little bit, which will 
reflect to the great discredit of your 
own superior. You’ve got to get 
these things done without throwing 
your weight around; and some girls 
do it superbly well and others get a 
little bit over the edge. It’s an offen- 
sive thing to those who are receiving 
the inquiry on the other side, and it 
hurts the position of your superior. 

Now, your boss has a certain set of 
characteristics. You probably know 
them better than anyone else, even 
his wife. And, I think if he has 
strong characteristics, which are the 
kind that are trying to be infused 
into the business it’s up to you to 
reflect those same characteristics and 
try to carry out the theme, as it 
were, the same personality he’s try- 
ing to project. On the other hand, 
he probably has a couple of really 
blind spots—they all do. You wish 
he didn’t have them—and others do, 
too. I think there you’ve got to fit in 
and try to soften the rough spots, if 
that’s what it is, or maybe fill in 
places—his grammar may not be too 
good. Well, you can add a little dis- 
tinction to the office by having fine 
grammar, etc. These are the ways in 
which a secretary can become abso- 
lutely invaluable. 

T’ll close with one other thing. As 
a secretary you have a professional 
standing in your business; there are 
other girls who do not. You’ve under- 
taken to execute the most difficult 
job in the secretarial field. I don’t 
think you can look to the other girls 
for your standards of how you should 
conduct yourself. You took on that 
responsibility when you became the 
secretary. If it happens you’re the 
secretary of one of the top execu- 
tives, then the responsibility is all 
the greater. You have to set your 
own standards and they have to be 
high ones. You are the pace-setter in 
your line of endeavor. 
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Secretaries Become Saleswomen! 


The KITCHENER - WATERLOO 
Chapter, Ontario, Canada, is in the 
midst of a contest for new members. 
Each member receives credits of 2 
points for each contact, 5 points for 
each contact accepted, and 1 point 
demerit for each contact not ac- 
cepted. 

At the close of the contest an 
award will be given to the member 
with the greatest number of credits. 
To sell NSA, the members are: in- 
vestigating prospects; increasing their 
own knowledge of NSA; building en- 
thusiasm; and keeping alert. Why not 
a similar contest in your chapter to 
secure new members and keep pres- 
ent members active and interested in 
the growth of NSA? 


NSAers Are Good Scouts, Too! 


An “Office Aides Training Pro- 
gram” for Girl Scouts in the area is 
being conducted by the CROSS- 
ROADS OF AMERICA Chapter in 
Indianapolis, Indiana. The objec- 
tives of the program are to teach 
office procedures; help the Scouts de- 
velop skills valuable in an office; 
teach office ethics and etiquette; and 
help the Scouts qualify as Office 
Aides. 


Waistlines No Longer Secret! 


DECATUR Chapter (Illinois) 
members revealed their waistlines to 
Beverly Riley and Naomi Klingbeil 
who made 30 identical skirts worn by 
DECATUR members at the Illinois 
Division Meeting. 


Tuliptime—Money-Making Time! 


Looking for a new money-making 
project for your chapter? Why not 
try the project undertaken by the 
CODI Chapter, Canton, Ohio. Again 
this year they are taking a week to 
sell tulips at a local nursery, receiv- 
ing a good commission on each sale. 
This project has always had its 


monetary rewards and is just plain 
fun for CODI members. 


Chapter Library 


Esther Becker Lawrence has donated 
a copy of her new book Success and 
Satisfaction in Your Office Job to 
the BERGEN COUNTY Chapter 
(New Jersey) library. Many chap- 
ters will find a circulating library 
helpful to members. 


Chapter Yearbook 


Past presidents of HARTFORD 
Chapter (Connecticut) are busily 
compiling a Yearbook for the chapter 
to use as a reference and record of 
all activities. New members will have 
this Yearbook to bring them up to 
date on the chapter’s history. 


NSA Blood Bank 


LONG ISLAND Chapter (New 
York) joined the Inter-County Blood 
Banks, and is now proud to have its 
own blood bank. They are credited 
with every pint of blood given for 
the chapter. Donations may be made 
by anyone in their name—members, 
relatives, friends—at any of Inter- 
County’s centers. The chapter is 
notified automatically of each dona- 
tion or rejection. Dorothy Donovan 
is chairman for the chapter. 


Community Participation 


President Mrs. Ella B. Getchell and 
member Mary Ryan were named to 
represent NORWICH Chapter (New 
York) on the new Norwich Citizens’ 
Committee at the invitation of Super- 
intendent Albert Brown. The need 
for a new high school seems immi- 
nent to the chapter and they are 
interested in furthering education 
and assisting in the community 
project. 
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Sports Flash 


GABBY GARNETS winners of 
the Annual New York State NSA 
Bowling Tournament held in Buffalo. 
Captained by Delores Haffenden, the 
team of Millie Barr, Lucille Fox, Liz 
Koch and Laura DeMain (subbing 
for Gen Depo) triumphantly brought 
the trophy home to SYRACUSE 
Chapter (New York) with total pins 
(including handicap) of 2,649; only 
four pins higher than the BUFFALO 
Chapter (New York) team. A win 
for BUFFALO would have meant 
permanent possession of the trophy 
for them. Winners and losers had a 
wonderful time and are high in ad- 
miration of their BUFFALO 
hostesses. 


Are You a Key Member? 


PIKES PEAK Chapter, Colorado 
Springs, Colorado, compares the “I 
am only one NSA member and I 
won’t make or break the Associa- 
tion” to the one key on a typewriter 
that doesn’t function even though all 
other keys do function. Every NSA 
member is a KEY member and a 
successful organization requires the 
full participation of every member. 
PIKES PEAK recommends the next 
time you think you are only ONE 
person and your efforts are not 
needed remember the typewriter and 
say to yourself, “I am a kxy pxrson 
in our Association and I am nxxdxd 
vxry much.” 


A Mark of Distinction 


Canadian Division Board and VAN- 
COUVER Chapter, British Colum- 
bia, Canada, state the honor of being 
elected an officer is a “mark of dis- 
tinction” and something money can- 
not buy. Let your name stand if 
requested. Benefits: a wider and 
more interesting outlook chapter- 
wise, NSAwise, and communitywise; 
educational growth; added maturity 
in meeting and solving problems; per- 
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sonality improvement and poise; new 
friendships far.and near with some 
of the finest people; and a satisfac- 
tion through having mastered the 
fears which held you back in the first 
place. 


A Fine Undertaking 


COCOA BEACH Chapter (Florida) 
just installed last August, is already 
in the process of assisting a chapter 
of Future Secretaries Association in 
its organization. 


“Tee-Off”’ 


“Tee-Off,” title of FAIRWAYS 
Chapter, Augusta, Georgia bulletin, 
carries its theme throughout. Edi- 
torial page, “The Nineteenth Hole,” 
edited by Janell Lindsey, comes 
forth with some good philosophy 
each month. “Putts” is a page writ- 
ten entirely in shorthand. Haven’t 
noticed a sand trap. Maybe they 
will install one yet! 


Complacency 


A portion of the President’s Message 
in a recent issue of The Nine ’Till 
Five, FORT PIERCE Chapter 
(Florida) bulletin bears repeating: 
“We do not stand still; either we go 
forward or backward. Education is 
a continuing process, and in our CPS 
program and in the aims of our edu- 
cation departments we have an op- 
portunity to improve ourselves, both 
as persons and as secretaries. ‘Better 
Secretaries Mean Better Business,’ 
and more education, knowledge and 
interest in your profession will make 
a better ‘you.’” 


Workshop Theme 


Necessary to Success is Aspiration 
was the theme of the recent BIG D 
Chapter, Dallas, Texas workshop. 


Making use of our NSA letters pre- 
sented a true necessity. 


Honorary Member 


First honorary member of TRINITY 
Chapter, Fort Worth, Texas, is Dr. 
Ruth Anderson, former Dean of the 
Institute for Certifying Secretaries 
and currently serving as a member of 
the Institute. 


News Rotation System 


Keeping its members informed by 
setting up a rotation system on in- 
coming bulletins and division news 
has enabled SAN GABRIEL VAL- 
LEY Chapter (California) members 
to keep informed on what their divi- 
sion and other chapters are doing. 


Ways and Means Ideas 


NOLA Chapter, New Orleans, 
Louisiana, makes ceramic ashtrays 
bearing gold “NSA” initials and 
sells them for $1 with 25 cents going 
into the treasury. 


A book sale is a money-making 
project of AIRBORNE Chapter, 
Inglewood, California. Members 
bring books they do not wish to keep 
to be sold to fellow members at 
chapter meetings. Value from 5 cents 
to 95 cents was placed on the many 
books. 


Proud Author 


SANTA FE Chapter (New Mexico) 
is justly proud of its member, Joy 
Fincke, who had a condensation of 
her book The Way It Was With the 
WACS published in the November 
issue of Reader’s Digest. 
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DIRECTORY ADDITIONS 


DeLeon Chapter 
Victoria, Texas 


Mrs. Mary Louise Green, President 


507 E. Buena Vista 
Victoria, Texas 


Mrs. Marjorie R. Koenig, Vice President 


P. O. Box 186 
Port Lavaca, Texas 


Gloria Marthiljohni, Recording 
Secretary 


Route 3, Box 41 
Victoria, Texas 


Minnie Weischwill, Corresponding 
Secretary 

P. O. Box 327 

Victoria, Texas 


Mrs. Clairce Casbeer, Treasurer 


Route 4, Box 32 
Victoria, Texas 


Parkersburg Chapter 
Parkersburg, West Virginia 


Mrs. Virginia Patterson, President 


210 Eighth Street 
Belpre, Ohio 


Evelyn Lichiello, Vice President 


1211 George Street 
Parkersburg, West Virginia 


Mrs. M. Kay Bibbee, Recording 
Secretary 

1315 13th Street 

Parkersburg, West Virginia 


Mrs. Kay Stanley, Corresponding 
Secretary 

3210 Elm Street 

Parkersburg, West Virginia 


Mrs. Helen Lambert, Treasurer 


1103 Jackson Avenue 
Parkersburg, West Virginia 
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Laurel Chapter 
Laurel, Mississippi 


Mrs. Lucille K. Davis, President 
104 20th Street 
Laurel, Mississippi 


Helen Ammons, Ist Vice President 
721 8th Avenue 
Laurel, Mississippi 


Barbara Ann Rawls, 2nd Vice President 
1722 General Pershing 
Laurel, Mississippi 


Mrs. Ann Lewis, Recording Secretary 
Box 122 
Sandersville, Mississippi 


Julia Combest, Corresponding Secretary 
1819 First Avenue 
Laurel, Mississippi 


Nancy Foster, Treasurer 
1137 Third Avenue 
Laurel, Mississippi 


Emerald Chapter 
Greenwood, South Carolina 


Jean Carolyn Tribble, President 
Donalds 
South Carolina 


Mrs. Doris P. Reynolds, Vice President 
115 Janeway 
Greenwood, South Carolina 


Mrs. Gene H. Fagan, Recording 
Secretary 

303 Bowles Street 

Greenwood, South Carolina 


Eva Jean Redden, Corresponding 
Secretary 

521 Reynolds Avenue 

Greenwood, South Carolina 


Mrs. Evelyn S. Burton, Treasurer 


Route 4 
Greenwood, South Carolina 


Can-Ida Chapter 
Nampa-Caldwell, Idaho 


Mrs. Ruby Rogers, President 
1207 Dearborn Street 
Caldwell, Idaho 


Mrs. Enid E. Kroush, /st Vice President 
416 10th Avenue South 
Nampa, Idaho 


Mrs. Lucille Randolph, 2nd Vice 
President 

Box 605 

Caldwell, Idaho 


Mrs. Carolyn R. Stone, Recording 
Secretary 

512 Sunset Street 

Nampa, Idaho 


Mrs. Patricia M. LaVoy, Corresponding 
Secretary 

2615 College Avenue 

Caldwell, Idaho 


Mrs. Doris J. Alspaugh, Treasurer 
139 Venice Street 
Nampa, Idaho 


Hamilton District Chapter 
Hamilton, Ontario, Canada 


Mrs. Joan F. Bannerman, President 
1690 King Street, East 
Hamilton, Ontario, Canada 


Hannah Backus, Vice President 
1324 Monterey Avenue, Apt. 202 
Hamilton, Ontario, Canada 


Anne E. Berta, Secretary 
2 Beland Court 
Hamilton, Ontario, Canada 


Margaret W. Ball, Treasurer 
43 Bold Street, Apt. 303 
Hamilton, Ontario, Canada 


Permian Chapter 


Midland, Texas 


Mrs. Evelyn Gordon, President 
P. O. Box 791 
Midland, Texas 


Mrs. Betty Ford, Vice President 
1005 Tarleton 
Midland, Texas 


Grace McWhorter, Recording Secretary 
206-A Mitchell Avenue 
Midland, Texas 


Margaret Younger, Corresponding 
Secretary 

2704 Kessler 

Midland, Texas 


Mrs. Phyllis Runnestrand, Treasurer 
3502 Roosevelt 
Midland, Texas 


Dates to Remember 


INTERNATIONAL CONVENTION 
Time: July 22-25 
Place: Hotel Americana, 


Bal Harbour, Miami Beach, Florida 











anUStwers 


to CPS Quickie Quiz 


on Page 13 
1. (b) 4, (a) 
2. (d) 5. (d) 
3. (a) 6. (b) 
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pow rc rr err eee 


Fotpamatic Construction —“Heart” of the new LINE-a- 
TIME Copyholder. Folds over typewriter when notin use. e 72. " 
Variable Height Adjustment — Raises or lowers LINE-A- y feming for. 

TIME Copyholder to required individual eye level. DIVISION OF SPERRY RAND CORPORATION 


Space-ceLector Unit — Affords typists an infinite va- Rests S008, S55 Heath Ave. Bow Tek 0, Raw Tat 


riety of space settings. I would like a free five day trial of the new FotpaMaTIc 


* 
TrANsvuE Line Guide—Tinted, transparent, underscores Line-a-time Copyholder. 


line of copy to be typed and permits typists to see two sae 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Scale... FIRM 
...And many other dramatic features that make the new 
Fotpamatic LiNngE-A-TIME Copyholder the greatest secretarial ADDRESS. 


aid since the invention of the typewriter. 

E cot Se ; — ooo ee 
Available in six office and typewriter harmonizing colors: 
French Gray, Desert Sage, Honey Beige, Mist Green, Lime 


Light and White Sand. 


*Available only in cities with a Remington Rand office. 








INTERNATIONAL CONVENTION FEATURES 
Better Pearning «Better Letters 
Betton Living 


through 


PRE-CONVENTION TOURS 
ee vr FORUMS 
CONVENTION i SESSIONS 
SECRETARY OF .. YEAR LUNCHEON 
LATEST IN OFFICE Dime EXHIBITS 
CERTIFIED vacheaicinas SECRETARY DINNER 
BEST DRESSED WORONG WOMAN 
BUFFET SUPPER es FASHION SHOW 
Pe me OFFICERS 
AND CONVENTION BANQUET 


a 
JULY 22 to 25, 1959 
AMERICANA HOTEL 
BAL HARBOUR 


MIAMI BEACH, FLORIDA 








